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OFFICE OF PERSOHNEL &EMQPA&JEUM H2. h0=150=5
SRS ECT 2 Forws Manacement

HESCISSIONS: @. OPM Noo LO=150-2 (W7=53), Persomnel Office Foras
Hangpgerent Progrem
B, OPM No. 45-250-2 (71-53), Centralization of the Sturags
and Disbursement of Fersonnel Forms )
&, OPM Hoo hO=150=3 (75-53), Officlals Authorized to Sigxn .
Reproduction Hequislitions for the Persomel Offics

I - GENERAL

%o This meworandvs establishes vesponsibilities and irocedures for
dgplenentavion of the Agenny's Forms Manaspement Program within the Office
of Pevsonnel. Formm materisls serve as deviees for carrying out adminig~
sohiive agtivities, gathering and recourding information, cnsuring scatrol
esver the routing of astions and administrative dabta, furnishing a mesns
for shandardizing procedures and procvessing chamnels, #od ensuriag compii-
erca with applleable legal and regulatory regquiremenis. The purpcses of
forms mepagenent ineclude the followlngs

™3

{1} To insure the nsed for exiating and proposed forn materislsg

(2) Te simplify, standsrdize, aud graphically impraove form
swmterials through application of modern form design standardssg

- {3} To provide for reproduction, supply and distribution of form
nuterlals s oificiently and seonceically as possiblep

{h) To enrure that procedural insiructions required in the
mreparation of fora meberials are clsarly expresssd and provide for
ufficiency of operetionsy

{5) To reducs the number of form materials to a minimua by cone
polidating those secrving like functions and by eliminzting obsolete
mmi snoefPective form moterials g and

{6} Yo provids a central informatlon and control point for form
materials,
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e The bars Plorest includes prinbed or reproduced documents {ianclud-
g

T beym "lorm lobbers” includes letters uhich are printed or reproduced
i order to furnizh information for s large muiling or for repeated mail-
irigse A8 used hereln, the term "form materials” includes all numbered and
uranmbered forms, form letters, instruetiom sheets, inforsslional nkices,
snd guide sheeis' which are printed or reproduced. Generally, the Lemm
“form materials™ does not include materials reproduced by photegraphic

nethods {(photostats, ozalid prirts, miorofiln, sutostst, ste.) and materials

oi & direstive or regulrtory nsture. :
2.  RESPONSIBILITIES

2o Ghiefs of 3taffs and Divisions of the O0ffice of Personnel are
vespongibls for ensurdng that form meterisls developad or used witivn

thalyr respective jurigdieliong sre necessgry and proeperly uged.
- / - ~ ¢

., T ; o oo i

villty Loy forms weanagement within the {Ilce of Persomnel. Hs will
provide for the development, desipgn, review, goordiraticn and reprodustion
of form matexials to achieve the purposes stated in persprsph le sbowvs,

He will slso conduct suweh surveys and meintein such controls and records

2y he detornines sre Devassary.

3o DEVELQPE% T OF NiW OR EEVIMD FORM MATERIALS ' :
2o The S5, “and Chiefs of other Staffs and Divisions are

Jolntly responsiblie for cortimuous review of form materisls used in the
Office of Perponnel and fur initiating appropriate sction to reduce,
siaplify, standaxrdiss and improve sush materials.

bo PAS will maintain & central inveniory of all fomss, current and
obsolete, spproved for use within the Office of Personnsl. This inventory
wiil also Include forms conteining persomnel data used outside the Office
of Persornsl which come to the attention of the PAS.

So The need for new or revised form materisls will bas considered in
the development or evaluvation of progedures %o inaure the moat effective
wss of forn matbeprials.

d. Requests for approval of new or revigsed form materisls will ba
initisted on Form 30-11, Request For the Approvel of Forms, prepsred in
dunlioafbe and signed Ly the Chief of the Staff or Division concerned. A
legible draft of the proposed form material and a copy of any eppliceble
written procedurs will be altached to Form Ho. 30=13. (When mecessary,
procedural instructions will be developed to acccmpany the request.) Any
additional informstion which will aid in the comstruction of the final
dezicn of the form or provide more explicit date relsting to issuance of
directives and instructions pertuining to use of the proposed form should
also be im%udeda (See Attachment 1 for detailed imstrustions conserning
Foxm 30"’"’116
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agveanents) that contain blank speses for inserting specific informatiom.

%5 ), has ganeral respongie
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‘aview proposed form meverdial in reistion to the
~-3%eb stated in paregraph le above and will colleborate with the
sviminating and coordinating elements in making any changss reguired
in proposed drafis to accanplish thess purposes. If any issue eannod
be resolved ip this process, the matier will be referred to ihe Office

ot the Assisient Diregior, forr Persemnsl Tor declsion.
]:E %g «Hzﬁ.li zeivé @8 the liaison and sontast peint belween the

ﬁ;ﬁ‘i‘i@e of Personnel amd the Manegsment Staff, Office of the Comptroller,
aﬁi the Frinting and Heproductlon Division, Ioglstics Office, on all
watbera concsrning the processing, a@gmva‘l and reproduction of fomm

: mz‘» beriels,

%  REPRODUCTION

an P'omin o2y Reprodustlon %ieaumiuan, for & pew or revised i‘om
o g rizz 4 Wexi.sﬁing fore will normelly b gn th
' & Se 3. lowover, when significant prngram ahax@as
are :i;«fm wedg qu’m 3&»»::‘ will reguire the signatuvre of the Assistamd
Divector for Persconel, his Depuly, or the OP Executive Officer. Form
%2 fLor non<fora materls) will be signed by the chief of the Steff or
Divigion concornsd. dwwerg i.m,tm requests for reproduction of over-

printed forms, ipei: such material will requirs
(See A S for detailed instructions

prior clearance Tkl .‘-
soncerning Form 3&»&)

Bo Form 36-2 for veprinting previously spproved form materlal will
be accompanied by & menorsnoma stating any changes in the mumber of copies

2 P T requiremente for a differsnt type of psper, etoo

o williz%mﬂn a sentral Job number registyy for reproduction
o s 8o AgmMm w111 be respon-
sivle for transmitting material w the Kanagement Staff or the Printing
and Reproduction Diyj 2 : igte» Requisiticons and attached

waberial forwarded VYOS ) 5T¢%ed nuwibers only will be dis<
paitched 1o the I‘“im.ing and ﬁapmduction Division imnsdiately after regletry.

6~ STOCKING OF FORM MTERIAIS

- @o Each Staff and Division is responsible for enswring that necessary
susplies of form materials are sdequately and securely maintained within
thele orgzanizablon.

b. Supplles of form materials appimved as gtock ltems will be
obtained thiough the Bnilding Supply Officer.
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: 2. Supolies of non-gtoek £ 3 An &
= e R piral storsge ross supervised A tae Ghief,
Mvisions and Steffs will not maiz%m m&z maturi.als in excess of
wibhis requirements. Form materiels stored in the central storage
wm bs obteived from the Building Suvpply Office during repulers.,
@&E;{‘n.a.s,y romn Bours oy, 1o emergency sases, frun m p
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